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APPLICATION FOR RECORDS RETENTION SCH ED'ULE OFFICE OF THE SECRETARY OF STATE

DEPARTMENT QF ARCHIVES AND HISTORY
~ RECORDS MANAGEMENT DIVlSION

INSTRUCTIONS See Publmt:oﬂ No 76-—-RM-1 for instructions on completing this form. Forward signed orngsnal to

Department of Archives and History, Records Management Division, 330 Capitol Avenue A'danta Georgia, 30334

Attention: Scheduhng Sectxon |

A b S L, A
FOR AGENCY USE - 1. Agoncy Address N FOR RECORDS MANAGEMENT I,ISE
Applucatlon Date | Georgia Departmént of Labor: Application Numbar
7-20-76 "EDP Division - 7
Applicstion Number ' Operations Unit-Room 386-Labor Building Date Recaived Date Compisted
| oL-03 ptlanta, Ceorgia . 7 JuL 21 1978 |AUG 10 1978
2. Person to Contact - Wo?iu?g T:tle - Telephc;h_: Number
_Keith 0. Johmson _  EDP Operations Manager ) 656-7040
3 ction Requested

(¥ Estabusn Retention Schedule; record will continue to accumulate.
b. _ O Dispose of present accumulation; no further accumulation anticipated.

| ¢._ O Amend Application No. Check One: 0 Change; [ Supercede; O Void

‘4, Dates of Series 5. Records Series Title {followed by title used in office; if differen t) -
Earliest Latest
| 1975 | PRESENT . . Claimant Address File (BP010)

6. Division and Office Fu_nction What is the function of the DIVISIOI‘I and the Office in which this record series is created7‘ :

The EDP Program"Accounts Division is a support division to the other operating divisions of
the Georgia Employment Security Agency. All data processing support such as data entry,
computer operations, systems design and programming is furnished by this division.

In
addition, a continual evaluation of computer hardward is accomplished. '
7. Rnoord Sems Desmpt:on Thas file contains the foilowing documents (include form numbers and titles, if any):
Attach samples of the file.
Documents relating to: recording the addresses of Unemployment claimants.
Included are:  Computer Printout of Claimant Addresses —
o
File'is arranged: = numeric'a‘iiy by _Social Security Number ;7
8. Monthly Reference Rate How often are records referred to which are:
One to six months old _.__J-. _ . ..; Seven to twelve months old __:.L___. Thirteen to twenty-four monthsold .. _;
twenty-five months and oider ,“.,__? )
S S TR W - £t .
9. Annual Rate of Accumulation of Records . . : \
Letter-size drawers ——.:legalsizedrawers ______._ - ;Shelves_________:Other (soecify) 1 Nylon Post Binder
o L R LT per month
AR—80-71; Rev.78 . T ©ver " §
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WR-50-71. Rev. 76 {Reverss Side)

Rmmion Requirements
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ney _aad/De j nee (Srgnature) o ______‘_ Date o s Management Officer (Signature} : H
O = Uien Wk 75 %f j T 20

Recommendations in para-

, . .o - — m v - - — r .
graph 12 are approved. State Auditor/Designee \ \M@_ ; f‘—'\f’ ZL

(If disspproved, attach letter o % ST _ :
of expianarron} o Secreta State/Desrgnee @M /M ' ! 5— - Z—Zé

The foliowing requires the series to be kept:

H

Attach copy or excert of laws or regulations. Explain administrative need. Phe data could be used to insure
the Division is properly processing records.rAlso the data may be used to support an
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fves | NO | 10. _,Oues,t_ionna,ire ___{Place an X" in the proper column)
. Is this the official copy of the series? _ ;
X1 _Ifnot,whereisit? -~ : i ]
% b Does the senes contam corffldentlal information requiring securitv handling? If yes, cite law or regulation.
| ,’_‘_ . Is thes a vital record? L
X d Does this series have historical or longjerm research value? !
e When one or two documents in the file make it necessary to keep tho entire file for a long period, could these
X _1__ . documents be scheduled separately?
1= ]t Isthe mfo_matmmntamﬂi in this series ever. oublished?tf es. attach copy, .
g. Is the mformats on oontamed in this series ever analyzed and/or recorded in a summarized report? ‘
X 1 _ Mves.attachcopy. _. . -
- | h. Is'there a Buplication of this series in vour office or in another office or agency? T
. dx o+ lfyes.where? -
= [ 2] _i._ls this series for a mamcmrttomf itl rggular_lu muhlrmd’
. 1. " Does the record series result in a computer printout?
11.

a. State Law —_— . _vyears. © 7 d. Audit period . —years,
b. Statute of limitation G looyears. ) _e. Administrative need .._1V£_ﬂ_*.__ ve_ars3, mO§
~ ¢, Federallaw o . _years. £, Federal retention instructions years.

(12, Appraved Dlsposat:on Instructlons Th|s agencv recommends that the ﬁte series be cut off at the end of each:

O Caiendar Year; (O Fiscal Year; £ Other Month ; 7._then,

¥ Held in the current filesarea ___3 _month(s) __ 0 year(s); then

O Transfer to local holding area; hold . . . __year(s); then
Bl Transfer to Stute Records Center: hold ._._2 e year(s); then

B Destroy. .
O Transfer to'State Archives for permanent retention.

O Other (Specity)

Thess instructions apply to al! prior and future accumulations of the series.

Date

(-—\ State Records Commmoe {Signature)

Date

| s - T

Attornev General/Des:gnee //W W g T" ] 6




